PAYROLL ON-LINE TRANSACTIONS
(POT)
“A” MASTER FILE #1
(Transactions 300, 320, & 325)
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PAYROLL ON-LINE TRANSACTIONS
(POT)
“B” MASTER FILE #1
(Transactions 330 & 335)
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PAYROLL ON-LINE TRANSACTIONS
(POT)
“C” MASTER FILE #2
(Transactions 310, 340, 345, & 352)
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PAYROLL ON-LINE TRANSACTIONS
(POT)
“D” TAX FILE #1
(Transactions 355, 356, 357 & 360)
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PAYROLL ON-LINE TRANSACTIONS
(POT)
“E” TAX FILE #2
(Transactions 365 & 370)
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EXAMPLE

How to adjust a
Medicare tax refund
In POT

In this example, the payroll officer set the employee up with FICA status 2 causing
Medicare to be withheld but should have been set up with FICA status 1. This
resulted in a refund due to the employee.

The FICA status for employees is found on the C screen in Popy. A 4 indicates
that the employee pays into social security and medicare. A 2 indicates that the
employee does not pay into social security. A 1 indicates that the employee does
not pay into social security or medicare.



Rev. 9/08

Date

Agency Name

Commonwealth of Kentucky

Finance Cabinet

D P-1 Employee

] Non P-1 Emp. In UPPS

Request for Refund on Payroll
Payment Type(X)

Checks Made Payable to(X)
[0 Ky State Treasurer

[] Emp. & KY State Treasurer

D Non P-1 Emp.Other D Employee
Org. Name
Manual Pay Adj. Made L[] Attached  [] Entered on CICS
Org. Code
Check Number Date
Template Unit Org. Activity Memo/Reference
Company # Period From to Retired Re4
employed after
Last Name and Initials Social Security Number Employee ID ol E)IB
Amount State Pay Rate Hours W/Pay Grand Total

Gross

Social Security . Ny
Social Security @6.2% 1 axable = Total Social Security

Vieaicare N
Medicare @ 1.45% $29.46] 1 axable= $2,032.32  |Total Medicare $58.92
Federal Tax Federal Tax
State Tax State Tax

Tocal Taxable=
Local Tax % Code

Cocal Taxable=
Local Tax % Code

rocar Taxapte= .|
Local Tax % Code

cocar Taxantes |
Local Tax % Code

Tocal Taxaple=
Local Tax % Code Total Local Tax
Retirement Name Employes Retirement

Wages Subject=
Retirement Payments Retirement Payments
Health Insurance
Shortfall Health Ins. Contribution
FSA Total Insurance/FSA
Bond Bond
State Paid Life Ins. ] State Paid Life Ins.
Misc.
Misc.
Misc.
Misc.
Misc. Total Misc.

Net Pay $29.46

Preparers Signature Phone Number Date *Authonzed Agency signature Date

Original and 4 copies to
Treasury

Kenfuok %’

AINRRECL G0 ROUNE

**Sign Original in Red



PERSONNEL CABINET PEPOTO001

PAYROLL ONLINE TRANSACTIONS 06/29/2010 12:44:39
SIGNON MENU

COMPANY: 12345
EMPLOYEE NO: 0123456789

FUNCTION: _ A-ADDNEW
I - INQUIRE (UPDATE/DELETE)

TRANSACTION TYPE: _

1 - STANDARD TIME REPORTING (700) A - MASTER FILE 1 (300 320 325)

2 - ONE TIME DEDUCTIONS  (8XX) B -MASTER FILE 1 (330 335)

3 - SPECIAL PAYMENTS (9XX) C-MASTERFILE 2 (310 340 345)

4 - BFM D - TAX FILE 1 (355356 357 360)
E - TAX FILE 2 (365 370)

F - DUAL EMPS GT FICA LIMIT (DOP ONLY)
DD BB SS UU

ORG CODES: _______ (REQUIRED FOR 95003 ONLY)

PF1=MENU PF3=END ENTER=PROCEED



PERSONNEL CABINET PEPOTO018
MASTER FILE ACCUMULATIONS 1 06/14/2010 11:18:45

COMPANY: 12345
EMPLOYEE NO. 0 123456789

300 TRANSACTION

SELECTONE (Y, Q): Y  (Y/Q INDICATOR FOR THIS TRANSACTION ONLY)

TOTAL
I REGPAY I OTPAY 1 OTPAY2 [ SHIFT2 I SHIFT3 I NETPAY I VOL DED
_ _ _ _ _ + 2946
320 TRANSACTION
GROSS PAY FIT TXBLE SIT TXBLE LOCAL TXBLE
I YTD I YTD I YTD 1 YTD
325 TRANSACTION
SOCIAL SECURITY TOTAL FICA MEDICARE
1 TXBLE YTD (EE) I  TXBLE YTD (ER) I TXBL YTD (EE)

~ - 203232 - 203232

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE

PF1=MENU PF3=END ENTER=PROCEED MODE=ADD




PERSONNEL CABINET PEPOTO022
MASTER FILE ACCUMULATIONS 1 06/14/2010 11:29:49

COMPANY: 12345

EMPLOYEE NO: 0 123456789

330 TRANSACTION: (ALL FIELDS YTD)

TOTAL MEDICARE

SOC SEC SIT LOCAL FICA W/H

1 FITWH I WHEE) I WH 1 WH I WH(ER) I  (EE)
- 2046 - 2946

335 TRANSACTION: (ALL FIELDS YTD)

DED NO IND DED AMT DED NO IND DED AMT DED NO IN DED AMT

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




PERSONNEL CABINET PEPOTO030
TAX FILE ACCUMULATIONS 1 06/14/2010 11:30:56

COMPANY: 12345

EMPLOYEE NO: 0 123456789

STATE CODE: 18 LOCAL CODE: 13

TRANSACTION 355: GROSS PAY GROSS PAY
I QTD I YTD
TRANSACTION 356: FIT NON-TXBLE
I YTD

TRANSACTION 357/360:

SELECT ONE (Y OR Q): Y

TOTAL
SOC SEC SIT LOCAL FICA
I FIT W/H I WH(EE) 1 W/H I WH I W/H (ER)
- 2946

EXTRACT (Y = EXTRACT): Y
053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




PERSONNEL CABINET PEPOTO034
TAX FILE ACCUMULATIONS 2 06/14/2010 11:31:54

COMPANY: 12345

EMPLOYEE NO: 0 123456789

STATE CODE: 18  LOCAL CODE: 13

TRANSACTION 365/370:

SELECT ONE (Y OR Q): Y_

SOC SEC
FIT SIT LOCAL TAXABLE
1 TAXABLE I TAXABLE 1 TAXABLE 1 (EE)

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED

TOTAL
FICA

I TAXABLE

- 203232

MODE: ADD
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EXAMPLE

How to adjust a
Social Security tax refund
In POT

In this example, the payroll officer set the employee up with FICA status 4 causing
Social Security to be withheld and should have been set up as FICA status 2. This
resulted in a refund due to the employee.

The FICA status for employees is found on the C screen in Popy. A 4 indicates
that the employee pays into social security and medicare. A 2 indicates that the
employee does not pay into social security. A 1 indicates that the employee does
not pay into social security or medicare.



Commonwealth of Kentucky

Rev. 9108 Finance Cabinet
Request for Refund on Payroll
06/15/2010 Payment Type(X) Checks Made Payable to(X)
Date l:] P-1 Employee [:] KY State Treasurer
Agency Name |:| Non P-1 Emp. in UPPS D Emp. & KY State Treasurer
[] Non P-1 Emp.Other [J Employee
Org. Name
Manual Pay Adj. Made [_] Attached [ ] Entered on CICS
Org. Code
Check Number Date
Template Unit Org. Activity Memo/Reference
in KTRS - does not pay soc sec
Company # Period From to Retired Re-
employed after
Last Name and Initials Social Security Number Employee ID 9/;5)8
Amount State Pay Rate Hours W/Pay Grand Total
Gross
Social Security - N
Social Security @6.2% $100.68 $100.68|1axable = $1,623.85 |Total Social Security $201.36
Viedicare -
Medicare @ 1.45% Taxable= Total Medicare
Federal Tax Federal Tax
State Tax State Tax
Local Taxable=
Local Tax % Code
Local Taxable=
Local Tax % Code
Local Taxaple= |
Local Tax % Code
Tocal Taxaple= . |
Local Tax % Code
Tocal Taxapble=
Local Tax % Code Total Local Tax
Retirement Name Employee Retirement
Wages Subject=
Retirement Payments Retirement Payments
Health Insurance
Shortfall Health Ins. Contribution
FSA Total insurance/FSA
Bond Bond
State Paid Life Ins. . State Paid Life Ins.
Misc.
Misc.
Misc.
Misc.
Misc. Total Misc.
Net Pay $100.68 $100.68
06/15/2010 06/15/2010
PRone Number Dat **Authorized Agency Signature Date

**Preparers signature

Original and 4 copies to

Treasury

Kentucky™

e

**Sign Original in Red




PERSONNEL CABINET PEPOT(01
PAYROLL ONLINE TRANSACTIONS 06/15/2010 13:51:15
SIGNON MENU
COMPANY: 12345

EMPLOYEE NO: 0 123456789

FUNCTION: A - ADD NEW
I - INQUIRE (UPDATE/DELETE)

TRANSACTION TYPE:

1 - STANDARD TIME REPORTING (700) A - MASTER FILE 1 (300 320 325)

2 - ONE TIME DEDUCTIONS B8XX) B - MASTER FILE 1 (330 335)

3 - SPECIAL PAYMENTS (9XX) C - MASTER FILE 2 (310 340 345)

4 - BFM D - TAX FILE 1 (355 356 357 360)
E - TAX FILE 2 (365 370)
F - DUAL EMPS GT FICA LIMIT (DOP ONLY)

DD BB SS UU
ORGCODES: __~ (REQUIRED FOR 95003 ONLY)

PF1=MENU PF3=END ENTER=PROCEED




PERSONNEL CABINET PEPOTO18
MASTER FILE ACCUMULATIONS 1 06/14/2010 11:18:45

COMPANY: 12345
EMPLOYEE NO. 0 123456789

300 TRANSACTION

SELECT ONE (Y, Q): Y.  (Y/Q INDICATOR FOR THIS TRANSACTION ONLY)

TOTAL
I REGPAY 1 OTPAY I OTPAY2 [ SHIFT2 I SHIFT3 [ NET PAY
_ _ _ _ _ + 10068
320 TRANSACTION
GROSS PAY FIT TXBLE SIT TXBLE LOCAL TXBLE
I YTID I YTD I YTD I YTD
325 TRANSACTION
SOCIAL SECURITY TOTAL FICA MEDICARE
I TXBLE YTD (EE) I TXBLE YTD (ER) I TXBL YTD (EE)

- 162385 - 162385 _
EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE

PF1=MENU PF3=END ENTER=PROCEED MODE=ADD

I VOL DED




PERSONNEL CABINET PEPOT022
MASTER FILE ACCUMULATIONS 1 06/14/2010 11:29:49

COMPANY: 12345

EMPLOYEE NO: 0 123456789

330 TRANSACTION: (ALL FIELDS YTD)

TOTAL MEDICARE

SOC SEC SIT LOCAL FICA W/H

I FITWH IWH®EE I WH I W/H I WH(ER) I (EE)
- 10068 - 10068

335 TRANSACTION: (ALL FIELDS YTD)

DED NO IND DED AMT DED NO IND DED AMT DED NO IN DED AMT

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




PERSONNEL CABINET PEPOTO030
TAX FILE ACCUMULATIONS 1 06/14/2010 11:30:56

COMPANY: 12345

EMPLOYEE NO: 0 123456789

STATE CODE: 18 LOCAL CODE: 13

TRANSACTION 355: GROSS PAY GROSS PAY
I QTD I YTD
TRANSACTION 356: FIT NON-TXBLE
I YTD

TRANSACTION 357/360:

SELECTONE(YORQ): Y _

TOTAL

SOC SEC SIT LOCAL FICA
IFITWH 1 WH®EE | WH I WH 1 W/H (ER)
- 10068 - 10068

EXTRACT (Y = EXTRACT): Y_
053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




PERSONNEL CABINET PEPOTO034
TAX FILE ACCUMULATIONS 2 06/14/2010 11:31:54

COMPANY: 12345

EMPLOYEE NO: 0 123456789

STATE CODE: 18  LOCAL CODE: 13

TRANSACTION 365/370:

SELECTONE(YORQ): Y_

SOC SEC
FIT SIT LOCAL TAXABLE

I TAXABLE 1 TAXABLE I TAXABLE I (EE)
- 162385

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED

TOTAL
FICA
I TAXABLE
- 162385

MODE: ADD
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EXAMPLE

How to adjust a
Social Security and
Medicare tax refund

In POT

In this example, the payroll officer set the employee up with FICA status 4 causing
Social Security and Medicare to be withheld but should have been set up as FICA
status 1. This resulted in a refund due to the employee.

The FICA status for employees is found on the C screen in Popy. A 4 indicates
that the employee pays into social security and medicare. A 2 indicates that the
employee and does not pay into social security. A 1 indicates that the employee
does not pay into social security or medicare.



Rev. 9/08

Commonwealth of Kentucky

Finance Cabinet

Request for Refund on Payroll

06/15/2010 Payment Type(X) Checks Made Payable to(X)
Date ] p-1 Employee [] K State Treasurer
Agency Name [:] Non P-1 Emp. In UPPS |:| Emp. & KY State Treasurer
[ ] Non P-1 Emp.Other [] Employee
Org. Name
Manual Pay Adj. Made D Attached |:| Entered on CICS
Org. Code
Check Number Date
Template Unit Org. Activity Memo/Reference
Company # Period From to Retired Re-|
employed after
Last Name and Initials Social Security Number Employee 1D 9 SS
Amount State Pay Rate Hours W/Pay Grand Total
Gross
. Social Security - !
Social Security @6.2% $166.04 $166.04 [Taxable = $2,678.00 |Total Social Security $332.08
i Vieaicare -
Medicare @ 1.45% $38.83 $38.83]1axable= $2,678.00 |Total Medicare $77.66
Federal Tax Federal Tax
State Tax State Tax
Tocal Taxable=
Local Tax % Code
Cocal Taxable=
Local Tax % Code
Tocal Taxable=
Local Tax % Code
Tocal Taxabie=
Local Tax % Code
Tocal Taxaple=
Local Tax % Code Total Local Tax
Retirement Name Employee Retirement
Wages Subject=
Retirement Payments Retirement Payments
Health Insurance
Shortfall Health Ins. Contribution
FSA Total Insurance/FSA
Bond Bond
State Paid Life Ins. ) State Paid Life Ins.
Misc.
Misc.
Misc.
Misc.
Misc. Total Misc.
Net Pay $204.87 $204.87
06/15/2010 06/15/2010
*Preparers signature Phone Number Date **Authorized Agency Signature Date

Original and 4 copies to

Treasury

Rentudky™

*@‘\

**8ign Original in Red




PERSONNEL CABINET PEPOTO001
PAYROLL ONLINE TRANSACTIONS 06/15/2010 13:51:15

SIGNON MENU

COMPANY: 12345
EMPLOYEE NO: 0 123456789

FUNCTION: A - ADD NEW
I - INQUIRE (UPDATE/DELETE)

TRANSACTION TYPE:

1 - STANDARD TIME REPORTING (700) A - MASTER FILE | (300 320 325)
2 - ONE TIME DEDUCTIONS (8XX) B - MASTERFILE 1 (330 335)
3 - SPECIAL PAYMENTS (9XX) C - MASTER FILE 2 (310 340 345)
4 -BFM D - TAX FILE 1 (355 356 357 360)
E - TAX FILE 2 (365 370)
F - DUAL EMPS GT FICA LIMIT (DOP ONLY)
DD BB SS UU
ORGCODES: ____ (REQUIRED FOR 95003 ONLY)

PF1=MENU PF3=END ENTER=PROCEED




PERSONNEL CABINET PEPOTO18
MASTER FILE ACCUMULATIONS 1 06/14/2010 11:18:45

COMPANY: 12345
EMPLOYEE NO. 0 123456789

300 TRANSACTION

SELECT ONE (Y, Q): Y (Y/Q INDICATOR FOR THIS TRANSACTION ONLY)

TOTAL
I REGPAY I OTPAY I OTPAY2 I SHIFT2 I SHIFT3 1 NETPAY I VOL DED
_ _ _ _ _ + 20487
320 TRANSACTION
GROSS PAY FIT TXBLE SIT TXBLE LOCAL TXBLE
I YTD I YTD I YTD I YTD
325 TRANSACTION
SOCIAL SECURITY TOTAL FICA MEDICARE.
1 TXBLE YTD (EE) I  TXBLE YTD (ER) 1 TXBL YTD (EE)

- 267800 - 267800 - 267800

EXTRACT (Y = EXTRACT): Y
053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE=ADD




PERSONNEL CABINET : PEPOTO022
MASTER FILE ACCUMULATIONS 1 06/14/2010 11:29:49

COMPANY: 12345

EMPLOYEE NO: 0 123456789

330 TRANSACTION: (ALL FIELDS YTD)

TOTAL MEDICARE
SOC SEC SIT LOCAL FICA W/H
I FITWH 1 WH(EE) I WH I WH I WHER) I (EE)
- 16604 - 20487 - 3883

335 TRANSACTION: (ALL FIELDS YTD)

DED NO IND DED AMT DED NO IND DED AMT DED NO IN DED AMT

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




PERSONNEL CABINET
TAX FILE ACCUMULATIONS 1

COMPANY: 12345
EMPLOYEE NO: 0 123456789

STATE CODE: 18 LOCAL CODE: 13

PEPOTO030
06/14/2010 11:30:56

TRANSACTION 355: GROSS PAY GROSS PAY
I QTD 1 YTD
TRANSACTION 356: FIT NON-TXBLE
I YTD
TRANSACTION 357/360:
SELECT ONE(YORQ): Y_
TOTAL
SOC SEC SIT LOCAL FICA
I FIT W/H I WH(EE) I W/H I W/H 1 W/H (ER)
- 16604 - 20487

EXTRACT (Y = EXTRACT): Y_
053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED

MODE: ADD




PERSONNEL CABINET PEPOTO034
TAX FILE ACCUMULATIONS 2 06/14/2010 11:31:54

COMPANY: 12345

EMPLOYEE NO: 0 123456789
STATE CODE: 18  LOCAL CODE: 13

TRANSACTION 365/370:

SELECT ONE(YORQ): Y_

SOC SEC
FIT SIT LOCAL  TAXABLE

I TAXABLE 1 TAXABLE I TAXABLE 1 (EE)
- 267800

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED

TOTAL
FICA
I TAXABLE
- 267800

MODE: ADD
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EXAMPLE

How to adjust a
DEFERRED COMP
Refund in POT
for TERMINATED employee

In this example, the employee wanted to defer their termination pay. The payroll officer
deferred more than was allowed per Deferred Comp and the overpayment was refunded.
Normally for small amounts we would not withhold federal and state tax. However, when the
amount was refunded it became taxable wages and termination pay is taxed at a higher rate so
federal (25%) and state (6%) tax was withheld on the SAS-27.



Form SAS-27
10/17/2007

Agency Name

Commonwealth

of Kentucky

Finance & Administration Cabinet

Payroll Voucher

PA

Date

Org.
Code

Org. Name Company Number
From To Returning RetireeD Reference Number
P-1 Employee |:|
Template Unit Location Activity Non P-1 in UPPS I:l
Rate NonP-1Other [ ]
Total Disbursement Amt. Hrs. Paid Employment Date
Last Name & Initials Social Security Number Employee ID
Category Amount State I?’:y Totals
Gross $4,245.00 $4,245.00 Gross $4,245.00
Soc. Sec.
Social Security @ 6.2% Taxable= Soc. Sec.
Medicare
Medicare @ 1.45% Taxable= Medicare
Federal Tax $1,061.25 Federal $1,061.25
State Tax $254.70 State $254.70
Local Txbl.
Local Tax Name= Local
Local Txbl.
Local Tax Name= EE Retirement
Name/W ages
Retirement *|Subject= Savings Bonds
Retirement Payments * EE Health Ins.
[Health Insurance * Misc. total
Short Fall * Total Net* $2,929.05
State Paid Life Ins. *
Misc. MEMO  Deferred Comp Refund
Misc.
Misc.
Misc.
Misc.
Misc.
Misc.
Net Pay $2,929.05 $4,245.00

| certify that all persons listed inpayroll files with ther Personnel Cabinet were legally appointed and present on every working day during
the pay period except as indicated in the proper columns on this document and the amount set forth are legitimate claims against the
Commonwealth of Kentucky. | hereby approve for payment those persons identified by the payroll number as indicated in the Personnel

Cabinet files.

Employee Preparing Payroll
Phone #

Date

Authorized Agency Signature

| certify thet the persons named on this document have been appointed in accordance with the provisions of KRS 18.110 to 18.360 and the

Rules, Regulations and Orders thereunder.

Originals must be signed in RED
Original and 2 copies to Personnel

Secretary, Personnel Cabinet

Date



Form SAS27b

Rev 07/10/06
re: SAS27 Manual Payroll Voucher
SAS27b CERTIFICATION FORM
Name: Emp ID#
Pay Period Semi-Monthly Salary | Gross Amount Due Explanation
06/15/2010 $ 4,245.00 |deferred compensation refund

Manual Pay Transaction

R | certify that the person listed on this SAS27 has not previously
I o=
[ Attached Kerttuckly>  received this pay through UpPS.

[ Entered on CICS on:
Date

Signature
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EXAMPLE

HOW TO ADJUST
ADVERSE WEATHER LEAVE USED AND
ADVERSE WEATHER LEAVE MADE UP
IN POT

In this example, the employee coded 5.00 hours 921 on their timesheet. The payroll officer
entered the 5.00 hours 921 in PTL during the regular payroll. The next pay period the
employee made up the 5.00 hours. The payroll officer entered the 5.00 hours 921 in POT to
reduce the balance. When entered in POT the screen automatically shows it as a MINUS.

Adverse weather leave used should be entered in PTLE. Agencies that do not use PTLE
must enter the 921 leave used in POT on the Master File 2 Option C (310, 340, 345).
Adverse weather leave made up should be entered in POT as a 921 transaction.

We also use Master File 2 Option C (310 340 345) in POT to adjust adverse weather leave
when there are errors on the report that need to be corrected. For example: if the payroll
officer had already entered time in PTLE and a few days later an employee amends his/her
timesheet stating that they had used adverse weather leave during the previous payperiod,
the payroll officer must go to Master File 2 Option C (310 340 345) to enter the hours used.
If there are errors on the Adverse Weather Leave Report on Document Direct
(PERUPPDQ), Master File 2 Option C (310, 340, 345) should be used to make the
corrections to that report.



PERSONNEIL CABINET PEPOTO001
PAYROLL ONLINE TRANSACTIONS 06/15/2010 13:51:15
SIGNON MENU
COMPANY: 12345
EMPLOYEE NO: 0 123456789

FUNCTION: A A - ADD NEW
I- INQUIRE (UPDATE/DELETE)

TRANSACTION TYPE: C

1 - STANDARD TIME REPORTING (700) A - MASTER FILE 1 (300 320 325)
2 - ONE TIME DEDUCTIONS (8XX) B - MASTER FILE 1 (330 335)

3 - SPECIAL PAYMENTS (9XX) C - MASTER FILE 2 (310 340 345)
4 - BFM D - TAX FILE 1 (355 356 357 360)

E - TAX FILE 2 (365 370)
F - DUAL EMPS GT FICA LIMIT (DOP ONLY)
DD BB SS UU
ORG CODES: ____ (REQUIRED FOR 95003 ONLY)

PF1=MENU PF3=END ENTER=PROCEED



PERSONNEL CABINET PEPOT026
MASTER FILE ACCUMULATIONS 2 07/01/2010 13:37:53
COMPANY: 12345
EMPLOYEE NO: 0 123456789

310 TRANSACTION/345 TRANSACTION: (ALL FIELDS YTD)

SPECIAL PAY SPECIAL PAY SPECIAL PAY
NO IND AMOUNT HOURS
21 +

|
|

(6]

[e)

HH'F

340 TRANSACTION: (ALL FIELDS YTD)
REG OT1 oT2 SHIFT2 SHIFT3
I HRS I HRS | HRS I HRS I HRS

EXTRACT (Y = EXTRACT): Y_

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD

This screen is often used to adjust/correct special pay balances on the | and J screens--for example
adverse weather leave (921).

The “9” at the beginning of the special pay number is assumed. Therefore, to adjust special pay 921, the
user would key 21 in the SPECIAL PAY NO field.

Values are expressed as 2 decimal place amounts, no decimal point used. $100.00 is expressed as
10000. 75.00 hours is expressed as 7500.

Acceptable indicators are as follows:

+ increases the balance by the value entered
- decreases the balance by the value entered



PERSONNEL CABINET

SPECIAL PAYMENTS

COMPANY: 12345

EMPLOYEE NO. 0 123456789

TAX DED CHECK

PAY NO: 21 INDICATORS: 4

FROM DATE: TO DATE:

SPECIAL PAY HOURS: 500 MINUS

SPECIAL PAY RATE/AMOUNT:

AMOUNT/RATE INDICATOR:

TEMPLATE :

EXTRACT (Y = EXTRACT) : Y

UNIT LOCATION ACTIVITY CL AL

EXPANDED LABOR DISTRIBUTION-------------

PEPOTO11

PF1=MENU PF3=END PF4=BACK PF7=700 PF8§=8XX ENTER=PROCEED MODE= 1



TO:
FROM:

DATE:
SUBJE

Human Resource Administrators

Sissy Meredith, Ph.D., Commissioner
Department of Human Resources Administration (DHRA)

March 9, 2010

CT Adverse Weather Leave
101 KAR 2:102 Section 10

Over the past several months, agencies have encountered employees using Adverse
Weather Leave. This regulation is a benefit to all employees and as Human Resource
Administrators we are responsible for doing our part to minimize the possibility of

misuse

¢

As a reminder, 101 KAR 2:102 Section 10 (4) states, “An employee shall not
make up work if the work would result in the employee working more than forty
(40) hours in a workweek.” In an effort to assist employees on a 40 hour work
week, we encourage agencies to accommodate these employees by allowing
them to make up AWL on weeks with a holiday or on a week when the employee
has utilized Annual, Sick or Comp Leave. Additionally, another good way to make
up AWL, would be to encourage employees to give blood. For more information
on Blood Donation Leave, please reference 101 KAR 2:102 Section 11.

Human Resource Administrators should check and deduct (if necessary) any
balances on timesheets that have exceeded the four (4) month grace period
allotted for making up inclement weather. Also, Report PERUPPDQ is available
on Document Direct after every payroll cycle that will show the balance of time to
be made-up. Agencies are directed to clear expired items from their Adverse
Weather Leave (AWL) Reports and charge any adverse weather leave not made
up within the 4 month timeframe to annual, compensatory, or leave without pay.

o As a reminder, refer to Chapter 8H (921 Transactions) page 8.36 of the
Payroll Manual for instructions on how to enter adverse weather used
and/or adverse weather made-up. Please remember that when an
employee uses Adverse Weather it should be reflected on their timesheet
with a positive (+) number and when made up it should be reflected on
the POT screen as a negative (-) number. Agencies that do not use PTL
must enter the 921 leave used on the 345 transaction on the POT screen.

o Each incident that requires an employee’s use of Adverse Weather shall
only be given four (4) months to be made up. At the end of the four (4)
months, any time not made up must be deducted from the employee’s
annual or compensatory balance. If an employee does not have sufficient
annual and/or compensatory time from which to deduct the 921 hours, the
remaining balance shall be charged as leave without pay (902). It is not
acceptable to allow additional timeframes for making up the used adverse



weather unless the employee goes on Family Medical Leave before the
four (4) month grace period has expired. If an employee is on leave by P-
1, the time should be adjusted when the employee returns from leave. If
an employee terminates or transfers prior to the end of the four (4) month
period, the adjustment for outstanding 921 leave must be made on the
last payroll prior to termination or transfer.

. Adverse weather leave, like all types of leave must be appropriately documented
and is subject to review at any time.

As always, should you need additional assistance interpreting or the use of Adverse
Weather Leave, please contact our Payroll Branch at 564-6883.

Cc: Nikki R. Jackson, Secretary
Dinah Bevington, Executive Director
Mary Elizabeth Harrod, Director



EXAMPLE

How to adjust a PRIOR YEAR pre-tax refund
in CURRENT Payroll record for
ACTIVE employee that pays FICA

In this example, the wrong retirement code was entered on a P-1 causing 6% to be withheld on the
employee’s portion instead of 5%. The error wasn’t found until February of the next year when
KRS sent a refund check to the payroll officer. The adjustment was entered in the current payroll

record.

NOTE: If the refund check is made payable to Kentucky State Treasury (which it will be if it is
a Retirement refund) then you will do a SAS-27 like the example attached. You DON’T need to
subtract Social Security and Medicare from the refund amount because the employee is Active
and the system will self-adjust the taxes when the next payroll runs.

If the refund check is made payable to the employEE then you WON'T need to do the SAS-27
- like the example attached. Just give the employee the refund check. Again the employEE is
active and the system will self-adjust the taxes when the next payroll runs.



Form SAS-27
10/17/2007

Agency Name

Commonwealth of Kentucky
Finance & Administration Cabinet

Payroll Voucher

PA

Date May 18, 2010

Org.
Code

| certify that all persons listed inpayroll files with ther Personnel Cabinet were legally appointed and present on every working day during
the pay period except as indicated in the proper columns on this document and the amount set forth are legitimate claims against the
Commonwealth of Kentucky. | hereby approve for payment those persons identified by the payroll number as indicated in the Personnel

Cabinet files.

5/18/10

Org. Name Company Number
From To Returning Retireel:l Reference Number
P-1 Employee |:|
Template Unit Location Activity Non P-1 in UPPS r_—_l
Rate NonP-1Other [ |
Total Disbursement Amt. $51.76 Hrs. Paid Employment Date
Last Name & Initials Social Security Number Employee ID
Category Amount State 'I5ay Totals
Gross $51.76 $51.76 Gross $51.76
Soc. Sec.
Social Security @ 6.2% Taxable= Soc. Sec.
Medicare
Medicare @ 1.45% Taxable= Medicare
Federal Tax Federal
State Tax State
Local Txbl.
Local Tax Name= Local
Local Txbl.
Local Tax Name= EE Retirement
Name/W ages
Retirement *|Subject= Savings Bonds
Retirement Payments * EE Health Ins.
[Health Insurance * Misc. total
Short Fall * Total Net* $51.76
State Paid Life Ins. *
Misc. MEMO KRS refund for active
Misc. employee
Misc.
Misc.
Misc.
Misc.
Misc. R sl
Net Pay $51.76 $51.76 §§§§§m

Employee Preparing Payroll

Phone #

| certify thet the persons named on this document have been appointed in accordance with the provisions of KRS 18.110 to 18.360 and the

Rules, Regulations and Orders thereunder.

Originals must be signed in RED
Original and 2 copies to Personnel

Date

Authorized Agency Signature

Secretary, Personnel Cabinet

Date



Form SAS27b

Rev 04/19/2010
SAS 27 CERTIFICATION FORM
Emp. SSN
Name: Emp ID#
Pay Period Semi-Monthly Salary | Gross Amount Due Explanation
$51.76 |KRS refund for active
employee
Manual Pay Transaction
R e I certify that the person listed on this SAS27 has not previously
L] attached Km d{y)"* received this pay through UPPS.

Entered on CICS on:

Date

Signature

Phone #

Date




PERSONNEL CABINET PEPOTO001
PAYROLL ONLINE TRANSACTIONS 06/15/2010 13:51:15

SIGNON MENU

COMPANY: 12345
EMPLOYEE NO: 0 123456789

FUNCTION: A - ADD NEW
I - INQUIRE (UPDATE/DELETE)

TRANSACTION TYPE:

1 - STANDARD TIME REPORTING (700) A -MASTERFILE 1 (300 320 325)
2 - ONE TIME DEDUCTIONS 8XX) B - MASTER FILE 1 (330 335)
3 - SPECIAL PAYMENTS (9XX) C - MASTER FILE 2 (310 340 345)

D - TAXFILE 1 (355 356 357 360)

4 - BFM
E - TAX FILE 2 (365 370)
F - DUAL EMPS GT FICA LIMIT (DOP ONLY)
DD BB SS UU
ORGCODES: ____ (REQUIRED FOR 95003 ONLY)

PF1=MENU PF3=END ENTER=PROCEED




PERSONNEL CABINET PEPOTO18
MASTER FILE ACCUMULATIONS 1 01/15/2005 09:45:00

COMPANY: 12345
EMPLOYEE NO. 0 123456789

300 TRANSACTION
SELECT ONE (Y, Q): _  (Y/Q INDICATOR FOR THIS TRANSACTION ONLY) TOTAL
I REGPAY 1 OTPAY 1IOTPAY2 1 SHIFT2 I SHIFT3 1 NETPAY IVOL DED

320 TRANSACTION
GROSS PAY  FIT TXBLE SIT TXBLE ~ LOCAL TXBLE

1 YTD 1 YTD I YTD I YTD

_ + 5176 + 5176

325 TRANSACTION

SOCIAL SECURITY TOTAL FICA MEDICARE

I TXBLEYTD(EE) I TXBLE YTD (ER) I TXBL YTD (EE)
+ 5176 + 5176 + 5176

EXTRACT (Y = EXTRACT): Y
053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE=ADD




PERSONNEL CABINET PEPOTO034
TAX FILE ACCUMULATIONS 2 01/15/2005 09:47:19
COMPANY: 12345
EMPLOYEE NO: 0 123456789

STATE CODE: 18 LOCAL CODE: 13

TRANSACTION 365/370:
SELECT ONE (Y OR Q): Y

SOC SEC TOTAL
FIT SIT LOCAL TAXABLE FICA
I TAXABLE 1 TAXABLE 1 TAXABLE 1 (EE) I TAXABLE

+ 5176 -+ 5176 - + 35176 =+ 5176

EXTRACT (Y = EXTRACT):: Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




EXAMPLE

How to adjust a PRIOR YEAR pre-tax refund
in CURRENT Payroll record for
TERMINATED employee that pays FICA

In this example, health insurance was withheld in error for a terminated employee on the 11/16/09 -
11/30/09 pay period but the refund wasn’t received until February of the next year. This could
happen for several reasons such as the insurance coordinator being unaware the employee
terminated. Since there are no more payrolls for the system to self-adjust the amount due for Social
Security and Medicare, a SAS-27 is processed to withhold the tax before the refund is sent to the
employee.

NOTE: If the check is made payable to Kentucky State Treasury then you will need to do a SAS-
27 like the example attached because Social Security and Medicare need to be paid and the
employee will get the NET pay only.

If the check is made payable to the employEE you can deposit that check into your agency account
and do a SAS-27 like the example attached so that Social Security and Medicare get deducted from
the refund amount and you won’t have to worry about trying to get the FICA back from the
employee.



Form SAS-27 Commonwealth of Kentucky PA

10/17/2007 Finance & Administration Cabinet
Payroll Voucher Date May 18, 2010
Org.
Agency Name Code
Org. Name Company Number
From To Returning Retires| | Reference Number
‘ P-1 Employee I:I
Template Unit Location Activity Non P-1 in UPPS D

Rate NonP-10Other [ ]

Total Disbursement Amt. $55.72 Hrs. Paid Employment Date
Last Name & Initials Social Security Number Employee ID
Category Amount State Pay Totals
Gross $51.76 $51.76 Gross $55.72
Soc. Sec.
Social Security @ 6.2% $3.21 $3.21| Taxable= $51.76 Soc. Sec. $6.42
Medicare
Medicare @ 1.45% $0.75 $0.75| Taxable= $51.76 Medicare $1.50
Federal Tax "~ |Federal
State Tax State
Local Txbl.
Local Tax Name= Local
Local Txbl.
Local Tax Name= EE Retirement
Name/Wages
Retirement *ISubject= Savings Bonds
Retirement Payments * EE Health Ins.
[Health Insurance * Misc. total
Short Fall * Total Net* $47.80
State Paid Life Ins. *
Misc. MEMO Pre-tax health insurance
Misc. refund for terminated employee
Misc.
Misc.
Misc.
Misc. e,
Misc. -
Net Pay $47.80 $55.72 %ifgf; + %

I certify that all persons listed inpayroll files with ther Personnel Cabinet were legally appointed and present on every working day during
the pay period except as indicated in the proper columns on this document and the amount set forth are legitimate claims against the
Commonwealth of Kentucky. | hereby approve for payment those persons identified by the payroll number as indicated in the Personnel

Cabinet files.

5/18/10
Employee Preparing Payroll Date Authorized Agency Signature

Phone #

| certify thet the persons named on this document have been appointed in accordance with the provisions of KRS 18.110 to 18.360 and the
Rules, Regulations and Orders thereunder.

Originals must be signed in RED Secretary, Personnel Cabinet Date
Original and 2 copies to Personnel



Form SAS27b

Rev 04/19/2010
SAS 27 CERTIFICATION FORM
Emp. SSN
Name: Emp ID#
Pay Period Semi-Monthly Salary | Gross Amount Due Explanation

$51.76 |Pre-tax health insurance

refund for terminated

employee

Manual Pay Transaction

S | certify that the person listed on this SAS27 has not previously
W
[ Attached Ke}jfu(’}(y’;‘\’ received this pay through UPPS.
UNBRENEE Sy .
Entered on CICS on:
Date
Signature
Phone #

Date




PERSONNEL CABINET PEPOTO001
PAYROLL ONLINE TRANSACTIONS 06/15/2010 13:51:15

SIGNON MENU

COMPANY: 12345
EMPLOYEE NO: 0 123456789

FUNCTION: A - ADD NEW
I - INQUIRE (UPDATE/DELETE)

TRANSACTION TYPE:

1 - STANDARD TIME REPORTING (700) A - MASTER FILE 1 (300 320 325)
2 - ONE TIME DEDUCTIONS (8XX) B - MASTER FILE 1 (330 335)
3 - SPECIAL PAYMENTS (9XX) C - MASTER FILE 2 (310 340 345)

D -TAXFILE 1 (355356 357 360)

4-BFM
E - TAX FILE 2 (365 370)
F - DUAL EMPS GT FICA LIMIT (DOP ONLY)
DD BB SS UU
ORGCODES: __ (REQUIRED FOR 95003 ONLY)

PF1=MENU PF3=END ENTER=PROCEED




PERSONNEL CABINET PEPOTO18
MASTER FILE ACCUMULATIONS 1 01/15/2005 09:45:00

COMPANY: 12345
EMPLOYEE NO. 0 123456789

300 TRANSACTION
SELECT ONE (Y, Q): _ (Y/Q INDICATOR FOR THIS TRANSACTION ONLY) TOTAL
I REGPAY 1 OTPAY IOTPAY2 1 SHIFT2 I SHIFT3 [ NET PAY IVOL DED

320 TRANSACTION
GROSS PAY  FIT TXBLE SIT TXBLE  LOCAL TXBLE

I YTD I YID I YID I YTD

B + 5176 + 5176

325 TRANSACTION

SOCIAL SECURITY TOTAL FICA MEDICARE

I TXBLEYTD (EE) I TXBLE YTD (ER) I TXBL YTD (EE)
+ 5176 + 5176 + 5176

EXTRACT (Y = EXTRACT): Y
053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE=ADD




PERSONNEL CABINET PEPOTO022
MASTER FILE ACCUMULATIONS 1 01/15/2005 09:45:29
COMPANY: 12345
EMPLOYEE NO: 0 123456789

330 TRANSACTION: (ALL FIELDS YTD)
TOTAL MEDICARE

SOC SEC SIT LOCAL FICA W/H
I FIT WH IWHEE) 1 W/H I W/H I WH(ER) 1 (EE)
~ + 321 _ B + 396 +75

335 TRANSACTION: (ALL FIELDS YTD)
DED NO IND DED AMT DED NO IND DED AMT DED NO IN DED AMT

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




PERSONNEL CABINET PEPOTO030
TAX FILE ACCUMULATIONS 1 01/15/2005 09:46:58
COMPANY: 12345
EMPLOYEE NO: 0 123456789

STATE CODE: 18 LOCAL CODE: 13

TRANSACTION 355: GROSS PAY GROSS PAY
1 QID I  YTD
TRANSACTION 356: FIT NON-TXBLE
I YTD
TRANSACTION 357/360:
SELECT ONE (Y OR Q): Y TOTAL
SOC SEC SIT LOCAL FICA
IFITWH IWHEE I WH 1 WH I W/H (ER)
+ 321 + 39

EXTRACT (Y = EXTRACT): Y
053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




PERSONNEL CABINET PEPOTO034
TAX FILE ACCUMULATIONS 2 01/15/2005 09:47:19
COMPANY: 12345
EMPLOYEE NO: 0 123456789

STATE CODE: 18 LOCAL CODE: 13

TRANSACTION 365/370:
SELECTONE(YORQ): Y

SOC SEC TOTAL
FIT SIT LOCAL TAXABLE FICA
I TAXABLE 1 TAXABLE [ TAXABLE 1 (EE) I TAXABLE
+ 5176 + 5176 _ + 5176 + 5176

EXTRACT (Y = EXTRACT):: Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




EXAMPLE

How to adjust a Post-tax
HRA (Deduction #66) refund
for ACTIVE employee in current record

This is an example of a HRA refund in the amount of $37.50 because the employee
had a Qualifying Event and resulted in the HRA deduction to be stopped but wasn’t

stopped in the correct payroll.

NOTE: Since the employee is Active and it is current year record the adjustment can be done
in POT because this is post-tax money (has been taxed already). Please see attached example.

*This deduction number can be updated thru Manual Pay Option 7 also and you would put the
deduction # and amount on the State share line.



Personnel Cabinet
Department of Employee Insurance
Flexible Benefits Branch
501 High Street — State Office Building

Frankfort, KY 40601 'HEALTH PLAN

Refund Request

FSA/HRA Contribution Overpayment

Employee Name:

Social Security Number:

Amount:

Pay Period:

Plan Year:

_Company Number:

-Reason for Refund:

e
Make Check Payable to: |

IC:

Agency:

Address:

I, , will distribute the above refund(s) and will
adjust the employee’s payroll records accordingly.

Date: Signature:

Rev 042010



OPTION 7 - RETIREMENT, PREM CONVERSION, FSA OR DEFERRED COMP REFUND
COMPANY: 12345 EMPLOYEE NO: 0123456789  NAME: (OPT)
MASTER FILE ACCUMULATIONS:

DED NO: 00 DED AMT: 0000000 EMPLOYEE SHARE
DED NO: 66 DED AMT: 0003750 STATE SHARE

NOTE: DEDUCTION 45 (457/401K) AND DEDUCTION 46, 47 AND 48 (403B)
MUST BE CODED AS A "C".

ENTER CODE WHICH INDICATES EMPLOYEES COVERAGE: A
A. SOCIAL SECURITY AND MEDICARE
B. MEDICARE ONLY
C. NO SOCIAL SECURITY OR MEDICARE

TAX FILE ACCUMULATIONS:

STATE CODE: 18 LOCAL CODE: 13

PF1=MENU PF2/14=HELP PF3/15=EXIT PF7/19=SCRLLBACK ENTER=FORWARD MODE: I



PERSONNEL CABINET PEPOTO001
PAYROLL ONLINE TRANSACTIONS 06/15/2010 13:51:15
SIGNON MENU

COMPANY: 12345
EMPLOYEE NO: 0 123456789

FUNCTION: A - ADD NEW
I - INQUIRE (UPDATE/DELETE)

TRANSACTION TYPE:

1 - STANDARD TIME REPORTING (700) A - MASTER FILE 1 (300 320 325)
2 - ONE TIME DEDUCTIONS B8XX) B - MASTER FILE 1 (330 335)

3 - SPECIAL PAYMENTS (9XX) C - MASTER FILE 2 (310 340 345)
4 - BFM D - TAX FILE 1 (355 356 357 360)

E - TAX FILE 2 (365 370)
F - DUAL EMPS GT FICA LIMIT (DOP ONLY)

DD BB SS UU
ORGCODES: ____ (REQUIRED FOR 95003 ONLY)

PFI=MENU PF3=END ENTER=PROCEED




PERSONNEL CABINET PEPOT(22
MASTER FILE ACCUMULATIONS 1 01/15/2005 09:45:29
COMPANY: 12345
EMPLOYEE NO: 0 123456789

330 TRANSACTION: (ALL FIELDS YTD)
TOTAL MEDICARE
SOC SEC SIT LOCAL FICA W/H
I FIT WH IW/H(EE) 1 W/H I WH I WH(ER) 1 (EE)

335 TRANSACTION: (ALL FIELDS YTD)
DED NO IND DED AMT  DED NO IND DED AMT  DED NO IN DED AMT
66 - 3750

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




EXAMPLE

How to adjust a POST-TAX
Health Insurance refund
for ACTIVE employee in current record

In this example, the employee had a qualifying event to change to a waiver. The
change wasn’t processed in the correct payroll resulting in overpayment. This could
happen for several reasons such as the effective date of the qualifying event and the
amount of time the employee has to submit the application.

NOTE: Since this is a POST-tax deduction for health insurance you will need to do the
adjustment in POT because the money has already been taxed. Please see the example.

*You can’t enter a deduction #22 refund thru Manual Pay Option 7. So, since both the
employee and employer amounts are post-tax it is easiest to adjust both in POT.



"JUNOJJE |lBWS SJ83SaNb3L PIZLIOYINE Sy} WOJY JUSS UBYM PIUSIS PIopISUod aq [[IM :Xe4 94n29S
p 3 y P ql
sisanba. punyai pajiew3 “sulj sunjeudis ur aweu adA} Jo waoy usis 3snw 191sanbay :auoyd
j8.4 p i 4 Yy
“1snJju3 Suisn PSIAAIIUS usym pajiews aq Ajuo Aew sisanbas punjoy

*Isonbal uajilim uodn Ajuo panssi 3 [jim spunjay :SS3UppY

:Ausly/uswisedag

6995-795 (20S) ‘Sawer 3j1aYdIIAl 1981U03 ‘suolisanb 104 :ainjeusis Ja)sanbay
] 430} Aeg :wﬁo_ piediano

uoseay
_H_ 33 0] Aed _H_ 10 _H_ 19)suel ._._ D judwaiey _ D uua) JuswAojdwz

uoiLiod s9A0jdw3 uonlod ashojdwiz Yiuop # Auedwo) #SS |4 awep d9i0jdwig
] Y3 01 Aegd :wﬁo_ piedisng

uoseay
_H_ 33 01 Aed _H_ 30 D h&m:mh._._ _H_ Ew:._mc_uwm_ _H_ w3 uswAojdwy

uoiLIog JoAojdw3 uolLiod daAojdw3 YIuow # Auedwon #SS Ind sweN aahiojdw3
] Y3 01 Aeg :mﬁo_ piediango

uoseay
D 3304 Aed _H_ Fle) D 195ue) _._ _H_ UBWAIINRY _ _H_ wJa) yuawhoydwz

uoILI04 JaAo|dw3 uolod dahojdw3 YIUuol # Auedwon #SS |ind awep a9Ao0jdw3
] d3 ol Aed :mﬁo_ piediang

uoseay
D 330} Aed ] 10 _III_ FETIES ._._ ] JUBIAAIIRY _ _H_ wJa) Juawho)dg

uoiod JaAojdw3 uonod adshojduw3 UIUO # Auedwo) #SS [Ind awep aaiojdw3
] y3 01 Aed uwﬁo_ ptediang

uoseay
_H_ 33 0] Aed _H_ 30 _H_ _&m:mﬁ_ D ucwEwwa_ _H_ wua] juswAioldwz

uon.od Jakojdw3 uoiiod svAo|dwy YIUoN # Auedwor #SS Jind sweN aahojdwi]
] 43 01 Aegd v_wfo_ predionQ

uoseay

_H_ 33 01 Aed D Ele) _H_ hmtcm:._ _H_ EwEw‘__uwm_ _H_ wi3a) JuswAojdwy

uoiniod JaAojdw3 uoiliog sahojdwz yuo # Auedwo) #SS {4 swep aaAojdwz
] 43 o) Aed umﬁo_ piediang

uoseay
. 33 01 Aed H Ele] _H_ J9jsuel H_ _H_ EmeEmm_ _H_ wuj uawAodwg

0T'1v56 89°08¢ [udy

uoiod Johodw3|  uoiog ssAojdwiz Yuo # Auedwo) #SS [In4 sweN adAojdwi3
STL0-¥9S (20S) xed 21n33s  /606-795 (Z0S) :duoyd 10907 AX ‘Wopjuety
10o}} puz ‘1S YSIH TOS
:9leq youeag uswaseueiy [eioueUl

aduesnsu| ssAojdw jo 1dag 101 puas

1SINDIY ANNAIY WNINITYd IDONVINSNI HLTVIH




"JUNOJJE |feLd S18)sanbal PaZLIOYINE ay} WOl JUSS uaym paubis pasapisuod aq |iim suuo4 jsenbsy punjoy PajdAioua Jsnius pojews
}sonboi uapim uodn panssi aq AJuo [lim Spunjey

Xe4 einosg :ss9IppY

:ouoyd :Aousby puswiedsg

:ainjeubis Jaysenboy

3

6120795 (Z0S) Xv4 34NO3S
L0907 AM ‘LHO-INVYS
H0074 ANZ ‘13341S HOIH 10S
JONVINSNI IFA0 TN 40 INIWLMVLIA
SINVYF ITIIHOIN ‘0L aN3S

1S3N03Y ANNJ3Y INTJWAVHEIAO 334 NINQY



PERSONNEL CABINET PEPOTO001
PAYROLL ONLINE TRANSACTIONS 06/15/2010 13:51:15
SIGNON MENU

COMPANY: 12345

EMPLOYEE NO: 0 123456789

FUNCTION: A - ADD NEW
I - INQUIRE (UPDATE/DELETE)
TRANSACTION TYPE:
1 - STANDARD TIME REPORTING (700) A -MASTER FILE 1 (300 320 325)
2 - ONE TIME DEDUCTIONS ~ (8XX) B - MASTER FILE 1 (330 335)
3 - SPECIAL PAYMENTS (9XX) C - MASTER FILE 2 (310 340 345)
4-BFM D - TAX FILE 1 (355 356 357 360)
E - TAX FILE 2 (365 370)
F - DUAL EMPS GT FICA LIMIT (DOP ONLY)
DD BB SS UU
ORG CODES: _____ (REQUIRED FOR 95003 ONLY)

PF1=MENU PF3=END ENTER=PROCEED




PERSONNEL CABINET PEPOTO022
MASTER FILE ACCUMULATIONS 1 01/15/2005 09:45:29
COMPANY: 12345
EMPLOYEE NO: 0 123456789

330 TRANSACTION: (ALL FIELDS YTD)
TOTAL MEDICARE
SOC SEC SIT LOCAL FICA W/H
I FIT WH IWH(EE) 1 W/H I WH I WH(ER) 1 (EE)

335 TRANSACTION: (ALL FIELDS YTD)
DED NO IND DED AMT DED NO IND DED AMT DED NO IN DED AMT
22 - 28058 63 - 96020

EXTRACT (Y = EXTRACT): Y

053 RECORD READY FOR UPDATE
PF1=MENU PF3=END ENTER=PROCEED MODE: ADD




